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Introduction

Thisdocument has been created in order to assist Department of the Navy
(DON) usersof the Defense Property Accountability System (DPAS) with
thevariousqueriesand reportsthat can be used periodically to help ensure
theinformationin DPASiscompleteand accurate. The queriesand reports
listed inthisdocument have been divided up based on the objectiveand
purposeof thequeries. Thesemgjor categoriesare:

Financid Reports

Accountability of Property Assets
SysemsManagement

Asset Management and | nventory
Headquarters Reports

Not al of the queriesand reportswill beuseful to all DON DPAS users.
Therefore, specificterminology isused torefer tothevarioususers.
Throughout thisdocument, acentralized personal property manager
(PPM) refersto any activitiesinwhich one person has control over major
DPAStransactions(e.g., increases and decreases). A decentralized PPM
refersto any activitiesin which morethan one person has control over major
DPA Stransactions, whether itisseveral peoplein oneoffice, or various
peoplein different locationsthroughout acommand. Headquarters(HQ)
refersto both the mgjor claimantsinthe Navy, and Headquarters(LFS) in
the United StatesMarine Corps.

Retention Requirements for Management Control Reports

M anagement control reportsare considered formsof internal controls, and
assuch they could be subject to review by outside auditors. Therefore,
activitiesshall retain themost r ecent copiesof al mandatory management
control reportsand annotate on theform that sometype of review has
occurred (e.g. signature and date of review). Theretention of theoptional
management control reportsisleft to the discretion of the PPM/MC.

Instructions For Using MyEureka Management Control
Reports

Note: In order to view a MyEureka report, the user must have
MyEureka software installed and operating properly on their computer.
If MyEureka is not configured properly for the user’s site, please con-
tact the Navy DPAS Support Team Help Desk at 1-877-418-6824 for
CONUS sites and DSN (510) 428-6824 for OCONUS sites.

May 01, 2001
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From the website downl oad the report to the computer’shard drive. Where
you savethefileisyour choice. Oncethereport has been downloaded
doubleclick onthefile. The MyEurekaReport Designer screenwill open.

Click onthePrint Preview Button or select Print Preview fromthe
toolbar under File. A prompt will appear, and you shouldfill inthe appropri-
ateinformation for theuser’scommand (e.g., UIC). Theuser can select from
thedrop down menu or typeintheinformationinthefield. Theuser canaso
type“ %", whichwill produceresultsfor al valuesof the prompted field.
Thenclick OK and a*“ Processing Query” screenwill appear. Whenthe
query isfinished processing thereport will be displayed onthescreen. In
order to print theentirereport go to thelast page prior to printing (i.e., click
onthe icon).

For questionsand/or comments on these reports and how they might be
improved, please contact Brian Grega (bgrega@kpmg.com) or Dan
Collins(dtcollins@kpmg.com).
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Financial Reports Section NOTES:
Objective:
TheFinancial Reports Section containsreportsand queriesthat are designed
to ensurethat DON reported financial informationiscomplete and accurate.
Thetablebelow liststhe variousreports/queriesthat areto be used by HQ
and centralized and decentralized PPMSs.
Report/Query Title HQ CmFt)Lal\l/:zed Deceggl\il ized

Acquisition Costs Equal To $1 Query Note 1 Mandatory * Mandatory *

Acquisition Costs Less Than A Specified Dollar Note 1 Mandatory Mandatory

Vaue Query

Assets with Capitalization Code Set to Override Optiona Mandatory Mandatory

Capitalization Threshold

Capital Assetswith Accumulated Depreciation Note 1 Mandatory Mandatory

Equd to $0 Query

Minor and Sub-minor Property with Accumulated Note 1 Mandatory Mandatory

Degpreciation Greater Than $0 Query

Activation, Acquisition and Effective Dates Not Note 1 Mandatory Mandatory

Equal for Capital Assets Query

Listing of al Cepitd Assets Query Optiond Mandatory Mandatory

Summeary and Analysis Report Optiona Optiona Optiond

Roll-up of Assets as of a Certain Date Query Optiona Optiona Optiona
Notel - SeetheHQ Reportssection for asimilar query presented at

asummary level by Unit | dentification Code (Ul C).
* - Theuseof thisqueryismandatory until all exceptionsidentified
onthereport arecorrected.
May 01, 2001 V-4
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Acquisition Cost Equal to $1 Query

Objective:
Toidentify al personal property itemswith an unknown acquisition cost.

Description:

Thisquery listsall persond property itemswith an acquisition cost equal to $1.
The $1isthedefault value assigned toitemswhen converted to DPASand the
acquisition cost isunknown.

Freguency:

All PPMswill need to review theresults of thisquery after personal property
data has been converted to DPAS and until all instances identified on this
report are corrected. Onceall instancesidentified on thisreport have been
corrected, all PPMsshould beginusing the® Acquisition Cost Lessthana
Specified Dollar Vaue Query.”

SampleQuery Results: Acquisition Cost Equal to $1

uIC HRHNbr |HRHSub [BarCd Nomen Loc SerialNbr _[StockNbr AcqCost

N70272 |00189 7027206875|PRINTER, DOT MATRIX|765RM10 |387470487]702500F001143 1

All property items reported
by this query are assets with
acquisition costs equal to
$1

Actions To Be Performed:

ThePPM should:

¢ Review source documentation (e.g., invoiceor requisition) and enter the
correct acquisition costinto DPAS.

¢ If no source documentation can befound, preparethe Similar Assets/
Estimated Fair Market Valueworksheet and retainit in the personal
property files. Enter the estimated acquisition costinto DPAS.
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Acquisition Cost Less Than a Specified Dollar

NOTES:
ValueQuery

Objective:
Toidentify persona property itemswith an erroneousdollar valueand low dollar
value assetsthat should not beincluded in DPAS.

Description:
Thisquery listsall personal property itemswith an acquisition cost lessthana
user-specified dollar value.

Note: Theuser of thisquery specifiesthe dollar threshold to be used based
upon (1) the composition of the property database and (2) avalueat whichthe
user believeserrorswould exi<t (i.e., atemporary default value).

Frequency:
All PPMswill need to review thisquery at least quarterly after all instances

identifiedinthe* Acquisition Cost Equals$1 Query” havebeen corrected.

REPORTS

SampleQuery Results: Acquisition CostsL ess Than a Specified Dollar

Value
uIC HRHNbrMjr[HRHSub |[Nomen BarCd StockNbr SerialNbr AssetCd [AcqCost
N70243 |24 CPU, MINI TOWER, PENTI[7024305592 [702100F004833|N622002 K 0.44
N70243 N2 N24 ADAPTER 7024305707 |100500F000163|A00422NC3444/K 1
N47634 |N31 POWER SUPPLY 476340114P|1285012001835|B94042434449 |K jl
NO0063 _[N7D IADAPTER 00063A8844|168000F000139|95480023 K il
N68073 N3 N33 METER, POWER 6807302188 |173000F000200|1848A27887  |K 1
NO0063 _IN531A CONTROLLER 000630761 |281500F007030/81319 K 1
All property items reported by this
query are assets with acquisition
costs less than the value prompted
by the user.
ActionsTo Be Performed:
ThePPM should:

¢ Review sourcedocumentation (e.g., invoiceor requisition) and enter the
correct acquisition costinto DPAS.

¢ If no source documentation can befound, preparethe Similar Assets/
Estimated Fair Market Valueworksheet and retainit thein personal
property files. Enter the estimated acquisition costinto DPAS.

May 01, 2001 1V - 6



4

DPASUser Guide Reports MyEureka

Assetswith Capitalization Code Set to Override
Capitalization Threshold

Objective:
Toidentify all persona property itemsdepreciated in anon-standard manner.

Description:

Thisquery listsall persona property itemswith Capitaization Codesset to“N”
(non-capital, exceedsthreshold), “A” (notinuse), or “S’ (capital, below thresh-
old).

Frequency:
All PPMswill need toreview thisquery at least quarterly, but reviewing this
guery monthly isrecommended.

SampleQuery Results: Assetswith Capitalization Code Set to Override
Capitalization Threshold

UcC HR-Mr [Nomen Bard | SeridNor  |Stockhor Loc Qpicd [AstQd [AccuntiDepm | AcqQost

NAS534 002000 |NCERADARSET 4553460478 5840012308067 |V-24 231 N T 0] 5000000
NAS534 002000 |NCERADARSET 45534033K146 5840010178658 |V-10034 N T 1768060]  2357500)
NAS534 002000 |NCERADARSET 25634035003 5840010804427 |V-10037 N T 1466608 2000000)
NAS534 002000 | NDEINTERROGATOR SET 25634033 C14 5895011235802 |V-10038 N T 1350000]  1800000)
NAS534 003200 |NDEDRECTORCOMFUTER | 455342000 180014371533 |RBOWEE [N T o 1750000

All property items reported by

this query are assets for which the
capitalization threshold has been
overridden.

Actions To Be Parformed:

ThePPM should:

e Ensurethat theuseof non-default Capitalization Codesiswarrantedinall
cases, reviewing, when necessary, source documentation (e.g., invoiceor
requisition) to ensurethat theacquisition cost isproperly recordedin
DPAS

e Foradl capita assetsidentifiedinthequery with anincorrect Capitalization
Code, correct the code and ensure depreciationisactivatedinthe DPAS
Accountingmodule.

e Fordl minor assatsidentifiedin thequery with anincorrect Capitalization
Code, correct the code and verify that any accumul ated depreciation for
the assets has been del eted.

May 01, 2001 IV -7
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Capital Assetswith Accumulated Depreciation NOTES
Equal to $0 Query

Objective:

Toidentify al capitalized persona property for which depreciation hasnot been

activated or persona property itemswith incorrect acquisition costs.

Description:

Thisquery listsal personal property itemswith an acquisition cost greater than

or equal to $100,000 with accumul ated depreciation equal to zero or blank.

However, this query excludesitemswith an asset code equal to “ G” (assets

under capital lease), “T” (NDE), or “V” (Heritage Assets), and assetswith a

loan/lease codeequa to“L” (in-onloan) or “R” (in-rented/leased).

Frequency:

All PPMswill need toreview thisquery at least quarterly, but reviewing this

guery monthly isrecommended.

SampleQuery Results: Capital Assetswith Accumulated Depr eciation

Equal to$0

qiiciluc  [FR-MIFR-ELDINoTEn Lo Bl |SeidNo |9y ot |AcourcDepm| Aot
INez2laoen GENERATOR BOG3R  |[M0r176023700274 |611500N00130419930308 d 180000

All property items reported by this
query are capital assetsfor which
depreciation has not been
activated.

ActionsTo Be Performed:

The PPM should:

¢ Review sourcedocumentation (e.g., invoiceor requisition) to ensurethat
theacquisition cost isproperly recorded in DPAS(i.e. the asset should be
acapital asset).

e Foral capital assetsidentified inthe query, ensure depreciationisacti-
vated inthe DPAS A ccounting modulefor those assetswith an activation
datein the current month, and activate depreciation for those assetswith
an activation date prior to the current month.

May 01, 2001 V-8
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Minor and Sub-Minor Property with Accumulated
Depreciation Greater Than $0 Query

Objective:
Toidentify al personal property itemsfor which depreciation hasbeen errone-
oudy activated.

Description:
Thisquery listsall personal property items with acquisition costs less than
$100,000 that have accumul ated depreciation greater than $0.

Note: Correctionsmay not be needed for: (1) personal property itemsacquired
beforefiscal year 1996 dueto thelower capitalization thresholdsin previous
years, and (2) personal property that istransferred at anet book valuethat is
bel ow the capitaization threshol d.

Frequency:
All PPMswill needtoreview thisquery at least quarterly.

SampleQuery Results: Minor and Sub-Minor Property with Accumu-
lated Depreciation Greater Than $0

Capad  |UC  |HRHMVE |Acumd Dem |AogOt B [Namen SriaNor |Sodd\r Lo |Acpt

N62649 1 2807314 4060 ENGNE DESEL |25 BIE011407766  [TSRM 19941108
N62649 . 2807314 4060 ENGNE DESEL 2715 BIE01407766 [TIRM 19941103
N62649 3 5745 57l WADER 614G137730 |3431000412141  |KCEHBAT |19910331

All property items reported by this query are
minor and sub-minor property items for
which depreciation should not have been
activated.

Actions To BePerformed:

ThePPM should:

¢ Review sourcedocumentation (e.g., invoiceor requisition) and ensurethe
acquisition cost isproperly recorded.
Update acquisition cost, if necessary.
If acquisition cost isaccurate and theitem should not be depreciated (i.e.,
under the capitalization threshold), gointo the DRPAS Accounting module
and deactivatetheitem for depreciation.
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Acquisition, Effective, and Activation Dates Not NOTES
Equal for Capital Assets Query

Objective:

To verify that the correct dateisbeing used to cal cul ate depreciation on

capitalized personal property.

Description:

Thisquery listsall persona property itemswith an acquisition cost greater than

or equal to $100,000 with an acquisition datethat does not equal the effective

date or an effective date that does not equa the activation date. Inamost all
casesthe activation, acquisition, and effective dateswill bethesame.

Note: Theactivation, acquisition, and effective datesmay not equd if the

item was put into storagefor six monthsor more.

Frequency:

All PPMswill needto review thisquery at least quarterly.
Sample Query Results: Acquisition, Effectiveand Activation Datesnot
Equal for Capital Assets
uiC HRHNbrMjr AcqDt ActivationDt EffDt AcqCost BarCd
N00015 CDRONI 19950220 0 20000619 303603 15021395
N00015 CDRONI 19950224 0 20000619 143319 15021397
N00015 CDRONI 19950606 19950606 20000614 101945 15021913
N00015 CDRONI 19950615 0 20000614 999999 15021941
N00015 CDRONI 19910602 19910602 20000614 150000 15022039
NO00015 | CDRONI 19950710 0 20000614 | 103500 15022196
T A A
All property items reported
by this query are capital
assets for which activeation,
acquisition, and effective
dates do not equdl.

ActionsTo Be Performed:

The PPM should:

¢ Review supporting documentation (i.e., receiving report) and verify the
receipt date.

e Ensurethat therece pt dateisreflected in the activation, acquisition, and
effectivedaefields.

o Vdidatetheaccuracy of those property itemswith activation, acquisition,
and effectivedatesthat differ.

May 01, 2001 1V -10
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Listing of all Capital Assets Query

Objective:
Toensurethat all capitalized personal property appearsaccurateandis
appropriately classfied.

Description:

Thisquery listsindetail all persona property itemswith an acquisition cost
greater than or equal to $100,000.

Frequency:
All PPMswill need toreview thisreport at least semi-annually.

Sample Query Results: Listing of all Capital AssetsQuery

opticd [UC  [HRHMIr [Nomen Loc BarCdl SerialNor | StodkiNor AcoDt | AccundDepm |AcoCost
N70272 |00010 |RECEIVER, RADIO|MBIRVEB1 | 7027206798 |272 580000F002730 | 20000719 38383 32004
N70272 [00010 |RECEIVER, RADIO|MBIRVEB1 | 7027208415 |362 580000F002730 | 20000719 350001 300000
N70272 [00010 | TEST SET MBIRVPBL | 7027211346 |AL 589500F000413 | 20000719 12824  110000)

Actions To Be Parformed:

ThePPM should:

o Specificaly review theacquisition cost, effective date, and accumulated
depreciationto determineif assetsappear accurate.
e Review capital asset datafor accuracy.

May 01, 2001 IV - 11



DPASUser Guide

=

Reports MyEureka

Summary and Analysis Report

Objective:
To providea“ snapshot of al personal property itemsrecorded in DPAS by
quantity and total dollar valueat agiven pointintime.

Description:
Thisreport providessummary totalsof al persona property sorted by asset
control codesand funding sources.

e TheSummary and AnalysisReport ispresented intwo parts. Part 1
of thisreport includesthetotal quantity and dollar valueof capitaized
and minor personal property recordedin DPAS segregated by asset
control number and funding status.

e Part 2 of thisreport providesthe consolidated quantity and dollar
valueamountsof al capitalized and minor personal property reported
in DPAS by equipment typerecords.

Frequency:
HQsand PPMsmay review thisreport asneeded.

Report Retrieval Process.

To accessthisreport, the DPAS user should click onthe DPAS Accounting
Moduleicon and select Reports. Thentheuser should select “ Generate”, click
on*“Batch Report”, and select Summary and Anaysis Report.

May 01, 2001
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SampleReport Results: Summary and AnalysisReport Part |

DPTN131R Summary and Analysis Report

Example 1

REPORT: DPTN131R
ACTIVITY: JJ

UIC: W222RA

QTY

IPE EQUIP
GOVERNMENT OWNED
WITH CONTRACTOR
COMMERCIAL GSA
LOANED/ INCOMING
LOANED/OUTGOING
CUSTOMER OWNED
PERMANENT GSA
RENTED/LEASED
STANDBY/LAYAWAY
TEMPORARY GSA

>
aQ
A
N

HunwoZRCQO

TOTAL
TOTAL ACCUM DEPRN

DEFENSE PROPERTY ACCOUNTABILITY SYSTEM
SUMMARY AND ANALYSIS
PART 1 - GENERAL PP&E BY ASSET CONTROL CODE

CAPITAL EQUIPMENT

FUNDED
DOLLAR VALUE

360,000.00
250,000.00
.00
.00
360,000.00
.00

.00
250,000.00
.00

P R R

$ 1,220,000.00
$ 21,000.33

UNFUNDED

QTY DOLLAR VALUE QTY

.00
110,000.00
.00
.00
.00
.00
.00
.00
110,000.00
.00

U

2,738.75

B RO RO RO B RO R RO W

28 220,000.00 20
$

DATE: 19990803 TIME: 09:36 PAGE:

NON-CAPITAL
EQUIPMENT
DOLLAR VALUE

3,000.00
2,750.00
2,500.00
2,750.00
2,750.00
2,750.00
2,750.00
2,750.00
2,750.00
2,750.00

G Uy

$ 27,500.00

SampleReport Results: Summary and AnalysisReport Part |

REPORT: DPTHNLZL1R
PAGE: 5
ACTIVITY: IJ

TIC: WZZZah

EQUIPMENT TYPE RECORDS

EQUITMENT TYPE

NUMBER OF IE ITEMS
TACTICAL VEHICLES
NON-TACTICAL WEHICLES
COMEAT VEHICLES

RATL EQUIFMENT
AIRCIAFT

WATERCRAFT

AMMO PECULR EQUIPMENT
ADPE

OTHEL
IPE ITEMS
GE2A WEHICLEZ

MOEILE

PRODUCTION AND SERWICE
ITEME ON PM SCHEDULE
UTIL CRIT ESTAELISHED

AGE/LIFE ESTABLISHED
ITEME REQ CALIERATION
UNIQUE ITEM TRACEING

STHE-TITEM-CD
A NAT-STE-NO
B MFC-CD-MDL
I MCH
Z OTHER

PE-MGT-CD
A EERIAL
B BULE-COMP
C BULE

END OF REPORT *=*=

DEFENZE PROPERTY ACCOUNTABILITY SYSTEM

QUANTITY
z94
o

31
&7
o

1

o

o
a1
104
zs
EZ

LINES 0O/H

273

13

234

ActionsTo Be Performed:

e B T T SRT AR AR AR AT

-

SUMMADRY AND ANALYSISZ

PLRT 2

DOLLAR VALUE
150,112,891,823.08
oo
4,379,715.53
,231,096_53
oo
22,332.77
oo
oo
17,880,335.72
150,086, 368,841, 63
1,467,500.00
427,484.00

-

-

L 23E,802.32
,3l2,708.53

.00
234, 567.68

-

"

150,112,891,823.08
.00
oo

DOLLAR WALUE
1,266,901.65
29,695,465, 62

.00
150,081,525,455. 81

1g0,112,851,823.08
.00
.00

DATE: 15330203 TIME:

The PPM should review to ensure quantitiesand dollar val ues appear

reasonable.

May 01, 2001
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Roll-up of Assets Asof A Certain Date Query

Objective:
Toprovidea“snapshot” of all personal property itemsat any particular timeto
ensurethat personal property isappropriately classified.

Description:
Thisquery listspersonal property itemswith summary totalsby type of asset as
wdll asthetota of al assetswith an acquisition date before auser-specified date.
Freguency:

All PPMsmay review thisquery asneeded.

Sample Query Results: Roll-up of Assetsasof a Certain Date

[9p]
>
ucC HRHVir  |Nomen SerialNor [BarCd [ StockNor [AssetCd [LolefeqDt [AcqCost 8
N70272 (00028 SOFTWARE, OFFICE 97 |21 02720289 {UZ':u)Hx])ADP Softvy 20000719 489 w
N70272 |00028 SOFTWARE, OFFICE 97 (270 0272029 /UM—O(I)ADP Softvi 20000719 489 04
N70272 {00028 SOFTWARE, OFFICE 97 |270-310206 Y(BHDF(X])ADP Softvy 20000719 489
Actions To Be Performed:

The PPM should review thereport to seeif thetotal number and dollar value
of al typesof assets (ADP, NDE, Heritage, etc.) appear reasonable.

May 01, 2001 IV - 14
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Accountability of Property Assets Section
yorrroperty NOTES:
Objective:
The Accountability of Property Assets Section containsreportsand queries
that are designed to ensure that accountability ismaintained over the assets
recordedin DPAS.
Thetablebelow liststhe variousreports/queriesthat areto be used by HQ
and centralized and decentralized PPMs.
Report/Query Title HQ Cen;lrj?\lﬂized Deceg;rl\?lized
Key DPAS Fields Are Blank or Equal Zero Query Optional M andatory M andatory
Serial Number Equals Bar Code Number Query Optional M andatory M andatory
Increase/Decrease Actions Within a Specified Time Optional M andatory M andatory
Frame Query
All Transactions (other than Increases and Optional M andatory M andatory
Decreases) within a Specified Time Period Query
Listing of All Administrative Adjustments/Increases Note 1 Optional Mandatory
Within a Specified Time Frame Query
Listing of all Assets Disposed within a Specified Optional Mandatory Mandatory
Time Period Query
Listing of Bulk Assets Query Optional Optional Optional
All Assets by Hand Receipt Holder Query Optional Optional Optional
Difference Greater Than 7 Days Between The Optional Mandatory Mandatory
Acquisition Date And The Date The Asset Is
Entered into DPAS Query
Average Time Between The Acquisition Date and Mandatory Optional Optional
The Date The Asset is Entered into DPAS By UIC
Query
Gap Between the M anufacturer Y ear and the Y ear Optional Optional Optional
of Acquisition Query
Notel- SeetheHQ Reportssection for asimilar query presented
atasummary level by UIC.
May 01, 2001 1V - 15
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Key DPAS Data Fieldsare Blank or Equal Zero NOTES
Query

Objective:

Toidentify areasof missinginformation.

Description:

Thisquery listspersonal property itemswith blank or “0” entriesinthe office,

location, bar code, document number, or serial number fields.

Frequency:

All PPMswill needto review thisquery at least quarterly.

Sample Query Results: Blank Entriesin Key DPASFields

uIC HRHNbrMjrHRHSub |DocNbr Office SerialNbr _|BarCd StockNbr Loc |AcqCost

NO0015 [CDRONI N6579272767000 ONI 87-104 0015031939 |676000F005110 1300000

NOOO15 |CDRONI 99999 ONI P005022 10015027383 |583500F006272 1001700

NOOO15 |CDRONI 99999 ONI 87-105 0015021941 |676000F005110 999999

NOOO15 |CDRONI 99999 ONI 87-107 8166000709 |676000F005110 847700

NO0015 [CDRONI 0001594RC40023 ONI 9003 0015021395 |654000F005630 y 303603

All property items reported
by this query have blank
entriesin key DPAS data
fields.

ActionsTo Be Performed:

The PPM should:

¢ Review themissing datafieldsand ensurethat they arefilled inwiththe
correctinformation.

e Focuson recording the proper information beginning with the highest
dollar value assets.

May 01, 2001 1V - 16
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Objective:
Toidentify capitalized personal property with either aninaccurate serial number
or bar code.

Description:
Thisquery listsall persona property itemswith an acquisition cost greater than or

equal to $100,000 wherethe serial number equal sthe bar code.

Frequency:
All PPMswill needtoreview thisquery at least quarterly.

Serial Number Equals Bar Code Number Query

SampleQuery Results: Serial Number EqualsBar Code Number For
Capital Assets

uic

AcCost [HRHNbVr  [HRHNrab

BarCd

SaiadNor

HRHNare

NOO750 8500000 N4

0075004552

0075004552

OCOUGHLIN, THOMAS

All property items reported by this
query are capital assets that have serial
numbers equal to bar code numbers.

Actions To Be Parformed:

ThePPM should:
Review source documentation (e.g., invoiceor requisition) for eachitem
and record the appropriateinformationin DPAS.
Focuson recording the proper information beginning with the highest

dollar value assats.

1
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| ncrease/Decrease Actions Within a Specified Time NOTES:
FrameQuery

Objective:

Toidentify all persona property itemsreceived, transferred, and disposed for a

giventime period to ensure thevalidity of increase and decrease actions.

Description:

Thisquery listsal persona property itemswith aprogram description code

equa to end item increase or decreasefor transaction dateswithin auser-

defined time period.

Note: Thisquery also providesinformation regarding al transactions (by date

and time) entered by aDPA S user that can be sequenced by Stock Number

or Serial Number. 1t can be printed out and signed by command personnel to

acknowledgethereceipt or turn-in of personal property items.

Frequency:

All PPMswill needto review thisquery at least monthly.

Sample Query Results: I ncreases/Decr eases Actions Within a Speci-

fied TimeFrame

uic HRHNbrM jr [HRHNbrSub [PgmDesc BarCd TranDt Stock _Nbr Serial_Nbr [Userld

N00015 [CDRONI CMPN INC RCPT (8166003656 [20000620 |662500F006033 |5 chalikma

N00015 [CDRONI CMPN INC RCPT (8166003657 |20000620 |662500F006033 |5 chalikma

N00015 [CDRONI CMPN INCRCPT (8166003680 |[20000620 |662500F006033 [46 chalikma

N00015 [CDRONI CMPN INCRCPT (8166003718 |20000620 |662500F006033 [46 chalikma

N00015 [CDRONI CMPN INCRCPT (8166003719 20000620 |662500F006033 [46 chalikma

All property items reported by this
query are increase and decrease
transactions posted to DPA S within a
specified period of time.

ActionsTo Be Performed:

The PPM should:

e Randomly select 8items(2 high dollar capital additions, 2 minor addi-
tions, 2 high dollar capital deletions, and 2 minor deletions).

e Ensurethedocumentation supportsthetransaction recorded in DPAS.

¢ Resolveany errors, update DPA S as deemed necessary, and maintain
supporting documentation for correctionsinfiles, if necessary.
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All Transactions (other than Increasesand De-
creases) within a Specified Time Period Query

Objective:
Toidentify errors, unusua events, and incompleteinformation by transaction
types.

Description:

Thisquery listsall persona property items (except those with aprogram
description code equal to end item increase or decrease) with transaction dates
within auser-defined time period.

Frequency:
PPMswill need toreview thisquery at least quarterly.

SampleQuery Results: All Transactions (other than Increasesand
Decr eases) within a Specified TimePeriod

uc HRHNbrVIHRHNbrSUPgmDesc [BarCd - [TranDt [ Stock_NbfSerial_NofUserld — JAcqCost

N70272 00009 DEPRN Cl¥0272118420000920 [538500FO)NA-8 klyng 9260000
N70272  [00230 DEPRN Cl¥0272087220000920 | 703000NO(8 klyng 4308646
N70272  [00010 DEPRN CH0272057920000920 | 580000F0(272 klyng 32904

All items on this query are
transactions entered into DPAS by
transaction type during a period of
time.
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Listing of all Administrative Adjustments Within a
Specified TimeFrame Query

Objective:
Toidentify if all inventory count discrepancieswere properly reconciled and re-
cordedin DPAS, andto ensurethat all adjustmentswerevalid.
e Thisreport can aso beused by an activity for reference when notifica-
tionsare sent of missing, lost, or stolen property from other activities.

Description:
Thisquery listsall persona property itemswith an action codeequa to“2” (Ad-
ministrative Adjustment Reports) and atransaction date between auser-defined
timeperiod.

Frequency:
Decentralized PPMswill needto review thisquery at least semi-annually.

Centralized PPMsmay review thisquery asneeded.

SampleQuery: Administrative Adjustmentswithin a Specified Time
Frame

uc HRHVir |HRHSub |ActionCd [Nomen |PgmDesc  |TranDt  |BarCd SerialNor |Loc

N70272 {00069 Admin Adj| MONITOR|El DEC AAR 20000802 | 7027215483 |418020B

All property items reported by this
query are all administrative
adjustment to DPASfor found items.

Actions To Be Performed:

ThePPM should:

e Sdlect an adequate amount of randomitemsfrom thelisting and obtain
supporting documentation to verify that thetransaction werevdid.

e |f anyinvdidtransactionsarenoted, correct errors. If extensveinvalid
transactionsare noted, consider the need to select additional itemsif any
exis.

¢ |f thereisno supporting documentation for afound item, preparea
Similar Asset Fair Market Valueworksheet and retainitin the personal
property files. Enter the estimated acquisition costinto DPAS.

May 01, 2001
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Listing of all Assets Disposed within a Specified NOTES:
TimePeriod Query I

Objective:

To determinewhether theamount of persona property itemsturned-inor
disposed of for aperiod of timeiscomplete and accurate.

Description:

Thisquery listsal persona property itemswith aprogram description code
equal to* End-Item Decrease” with atransaction date within auser-defined
timeperiod.

Frequency:

All PPMswill need to review thisreport at |east semi-annually.
Sample Query Results: Listing of all Assets Disposed within a Speci-
fied TimePeriod

HRHMijr |HRHSub [Userld TransferCdPgmDesc BarCd TranDt Stock Nbr|Serial Nbr]AcqCost

72 100069 ejohnson El DEC AAR |70272154820000802 | 702500F0(418020B 500

72100028 ejohnson EI DEC /T _|70272128420000829 | 700000F0(812FC8D4| 18639

72100028 ejohnson ElI DEC /T |70272128420000829 | 700000F0(§812FC671 18639

72100223 ejohnson EI DEC L/T |70272000320000926 {66250108(]500B4257 10000

72100028 ejohnson EI DEC L/T |70272128420000829 [700000FOQDOQXDR 8310

ActionsTo Be Performed:

The PPM should:

o Vaidatethedispositionsagainst adetailedlist of itemsreceived by the
Defense Revtilization and Marketing Office(DRMO).

e Resolveany errorsand update DPASS, as considered necessary.

e Maintain supporting documentationfor correction of errorsinfiles.
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Listing of Bulk Assets Query

Objective:
Toidentify dl itemsclassified asbulk purchases.

Description:
Thisquery listsal persond property itemspurchasedinbulk (i.e., multiplesingle
itemsacquired s multaneoudy).

Freguency:
PPMsmay review thisquery as needed.

Sample Query Results: Listing of Bulk Assets

uc HRHNoVir{ HRHNrSub | Noren BarCd StockNor Loc
M34000 YQL BAYONET-KNFE BULKS90783 {1005000179701
MGX613 YO23 LORDE HOLSTER9VM | BULK992933 | 100500M000020
M62613 Y023 LORDE HOLSTER9VM | BULK933032 | 100800M000020 |0150-1510

=

&

G AgUhitCost] Quy | Tord Cost
184 | 81| 51704
11
9

gz
B

All property items reported by this
query are items purchased in bulk.

Actions To BePerformed:

The PPM should review itemslisted onthe query to determinewhether they
areproperly classified asbulk purchases and make necessary adjustments, if
necessary.
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All Assets by Hand Receipt Holder Query
NOTES
Objective:
To ensurethat the custody of all personal property isrecorded in DPAS under
the correct HRH.
Description:
Thisquery ligtsall persond property assigned to each hand recei pt holder (HRH).
Frequency:
PPMsmay review thisquery asneeded.
Sample Query Results: All Assetsby Hand Receipt Holder
ucC HRHVir |HRHSub|Office |Loc Nomen MfrName BarCd SerialNor
N70272 | 00001 N2 |M51ARMI146 |COMPUTER, DESKTOHGATEWAY  |7027214005 |0015397155
N70272 | 00001 N22  [M51ARM146 |MONITOR GATEWAY INC7027213261  |17004A706308
N70272 {00002 14 760RM105 MACHINE, FAX EPSONINC |7027212819 |3HR1660539
N70272 | 00002 14 760RM104 MACHINE, FAX BROTHER INCN027212811  |L73784092
ActionsTo Be Performed:
The PPM should:
e Update DPASIf the hand recel pt holder namelisted iserroneous.
e Reassigntheproperty in DPASto the hand recei pt holder(s) taking over
for the departing hand recei pt holder. If al the property isbeing assigned
to onereplacement hand recel pt hol der, amass change can be performed
in DPASto update all recordswith the new hand recel pt holder number.
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Difference> 7 Days Between The Acquisition Date
and The Date The Asset is Entered into DPAS

Query

Objective:
Toensurethat al personal property isbeing enteredinto DRASinawithin 7 days
of theacquisition date.

Description:

Thisquery listsall personal property itemswith aprogram description code of
“End-Item Increase” for which thereisgreater than a7-day difference between
theacquisition dateand thedatetheitemisentered into DPAS.

Frequency:
All PPMswill needtoreview thisquery at least quarterly.

Sample Query Results: Difference Greater Than 7 Days Between The
Acquisition Dateand TheDate The Asset isEntered into DPAS

uiC HRHMjr|HRHNomen BarCd |[Date Entered into DPAS |[Acq Date|DifBtwnDts [AcqCost
N70272 00230 GENERATOR|70272117]20000920 19930303 2758 180000

All property items reported by this
query are items that were entered into
DPAS 7 days or more after the item
was acquired.

Actions To BePerformed:

ThePPM should review thelisting of exceptionsand notify the appropriate
personnel that theactivity isnot entering its property into DPASwithin the
policy requirement of 7 daysafter recel pt of the property.
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Average Time Between The Acquisition Dateand
TheDate The Asset isEntered into DPASBy UIC

Query

Objective:
Toensurethat al personal property isbeing entered into DPASwithin 7 days of
theacquisition date, and to assessthetimeliness of the activitiesin recording new

acquisitionsin DPAS.

Description:

Thisquery givestheaveragetimeit takeseach UIC (by Mgor HRH) to enter
new equipment into DPA S by taking the average of the differences betweenthe
acquisition datesand the datesthe new acquisitionswererecorded in DPAS.

Frequency:
PPMsmay review thisquery asneeded. HQ personnel will need to thisquery

at least quarterly.

SampleQuery: Aver age TimeBetween The Acquisition Dateand The
Date The Asset isEntered into DPASBy UIC

uiC HRHNbrMjr|HRHSub | BarCd Nomen AcqCost |Acq Date |Tran Dt | Date Diff

NO00207 SUPPLY 0020700762 |MACHINE, FAX 135/ 20000914 [ 20000914 0

N00207 SUPPLY 0020703330 |TOWER, CD ROM 219519981110 {20001010( 700

Awg. Days by Major HRH: 350

Actions To Be Performed:

The PPM and HQ may usethisreport asametric for annua performance
measurement and goal setting of theactivity for recording assetsinto
DPASinatimely manner.
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Gap Between the Manufacturer Year and the Year NOTES
of Acquisition Query

Objective:

Toidentify instancesof persond property itemswith amanufacturer year and an

acquisitiondatethat differ sgnificantly.

Description:

Thisquery listsall personal property itemsfor which the manufacturer year is

greater than theyear of theacquisition (e.g., an asset hasamanufacturer year of

2000, but hasan acquisition year of 1999), and for which the manufacturer year

ismorethan oneyear lessthan theyear of theacquisition (e.g., an asset hasa

manufacturer year of 1998, but hasan acquisition year of 2000).

Frequency:

PPMsmay review thisquery asneeded.

Sample Query: Gap Between the Manufacturer Year and the Year of

Acquisition

uIC HRHNbrMj|HRHSub [Nomen BarCd AcqDt MfrYr|YearofAcq| Diff_Yrs

N45534 (000100 COPYBOARD, ELECTRONIC |4553433810 |19920218 |1988 1992 4

N45534 (000100 COPYBOARD, ELECTRONIC (4553435774 (19950331 (1993 1995 2

N45534 |000ATU TELEVISION SET 4553433543 (19931203 |1991 1993 2]

Actions To Be Performed:

The PPM should:

¢ Review thesupporting documentation of the asset in order to determineif
the gap between the manufacturer year and theyear of acquisitionis
proper.
o |[fthedatesare proper, leave unchanged and note thereason onthe
report.
e If thedatesareincorrect, correct the datesaccordingly.
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Asset Management Section NOTES
Objective:
The Asset Management Section containsreportsand queriesthat arede-
signedto overseethe genera maintenanceof an activity’ spersonal property,
and to scheduleinventoriesand monitor/follow-up with delinquent inventories.
Thetablebelow liststhe variousreports/queriesthat are to be used by HQ
(Maor Claimant/ Marine Corps Headquarters) and centralized and decen-
tralized PPMs (Persona Property Managers.)
Repart/Queary Title HQ Oa%zej H::\F;Ii Iz
Invataies DuewithinaSoadfied TineRaiad Nael Marcktay Marcktay
Al Assinand Qut OnLoenQuary Qutiord Marcktay Marcktay
Lidingaf Rersord Frgparty Itarsin DPASLess Qutiord Mancktay Marcktay
Then$5,000 (Bxduding ADPad NDE) Quary
Feckral Spply CodeLessthen 1000ar Epd Optiorel Optiorel Qptiordl
PP Ay
Lidingaf All Netiarel Dferse Euipant (NDE) Qutiord Mancktay Marcktay
Qay
Lidingaf All Autaretic DetaProcessing (ADP) Qutiord Marcktay Marcetay
Qay
Ligingd ExosssAs#sQaay Quiad Quiad Quiard
Repart of Aging ADPand NontADP Ass's Qutiordl Qutiordl Qptiordl
Notel- SeetheHQ Reportssection for asimilar query presented
at asummary level by UIC.
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Physical I nventories Due Within a Specified Time NOTES
Period Query

Objective:

To enablethe PPM to track scheduled physical inventoriesand to determineif

thereareany delinquent inventories.

Description:

Thisquery listsall scheduled inventorieswith adue datelessthan or equal toa

user-specified date and all scheduled inventorieswith adue date after 2100

AD.

Frequency:

All PPMSwill need toreview thisquery at least semi-annually.

Sample Query Results: InventoriesDuewithin a Specified Time Period
uUiC HRHNbrMjr[HRHNbrSub|HRHName Office InvDueDt
N00063 [IG1 CAPT CRAWFORD 00000000
N00063 |IGS1 CAPT CRAWFORD 00000000
NO0063 |N112 CAPT MCCULLOM 00000000
NO0063 |N112A1 CAPT MCCULLOM 00000000
NO0063 |N112A3 CAPT MCCULLOM 00000000

A
Dates with 0000000 or dates after 21000000
mean that the activity has not set thisfield.

ActionsTo Be Performed:

The PPM should:

¢ Reviewthe"Inventory duedate’ columnto ensurethereareno delinquent
inventories. For instancesof delinquent inventories, contact the Respon-
sible Officer (RO) and havetheinventory performed immediately. If
necessary, contact the Commanding Officer (CO).

e |dentify dl ROswith an upcominginventory and contact themto ensure
they areadequately prepared to perform theinventory within the sched-
uledtimeframe.

e Forevery inventory performed in therequired period (seebelow for
inventory frequencies), obtain the certification of inventory completion and
acopy of theinventory annotation sheet fromthe RO. From eachinven-
tory annotation sheet, select anumber of corrected itemsand ensurethe
itemswerecorrectedinDPAS.
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¢ If noadditiona itemsarenoted, thismay indicatetherewasnofloor to
book inventory count performed. Perform additiona procedures,
which may includeaspot check inventory, by selecting afew random
itemsfrom DPASto ensure existence and afew itemsfrom thefloor to
ensure completeness.

o If errorsarefound, ensurethat these are completely researched,
resolved, recorded inthe personal property system, and substantiated
by documentation that has been signed and placed inthe property files
asrequired.

| nventory frequenciesareasfollows.

o Genera Property —Onceevery threeyears
o ADP, NDE & L oaned Property — Annually
¢ When thereisaChange of Command

e Upon Request
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All Assets|n and Out on Loan Query

Objective:
Toidentify all personal property itemsinor out onloan.

Description:
Thisquery listsall personal property itemsdesignated by an“L” (in-onloan) or
“M” (out-onloan) intheloan/lease codefield.

Frequency:

All PPMswill need to review thisquery at least annually, immediately prior to
theannual inventory of loaned assets. Thisreport should berun no later than
June 30" each year, and all assetson thisreport should be reconciled with the
corresponding activity no later than August 31% each year.

Sample Query Results: All Assetsin or Out on Loan

uc HRH\briVijr | HRHNbrSUb | HRHNae - | AcgCost | BarCd Loc Nomen SerialNor | StockiNbr LoleCd
M33000 | YMO3 JOHNSMITH| 47500 3300002264 (UCGE1416 | TRACTORDIESH. |432-3212A | 240000F028% | Ou-Onloan

All property items reported by this
query are assets that arein or out on
loan.

Actions To Be Parformed:

ThePPM should:

¢ Review itemson thereport and determinewhether any property items
should beeither transferred or returned back to theloaning activity.

e Ensuretheactivity using all assetsout onloan performsaninventory of
those assets, and report to the activity by no later than August 31% each
yedr.

e Report totheowning activity the statusand condition of all assetsinon
loan.

e Vdidatethereasonablenessof itemsonthelist andinitiatethetransfer of
any itemsthat are not expected to bereturned.

e Asnecessary, request return of itemsonloan.
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Listing of Personal Property Itemsin DPASLess
than $5,000 (Excluding ADP and NDE) Query

Objective:
To ensurethat only necessary non-NDE and non-ADP personal property bel ow
$5,000 (e.g., pilferable assets) arebeing tracked in DPAS.

Description:
Thisquery listsal persond property itemswith an acquisition cost lessthan $5,000,
except for thosewith an asset codeof “T” (NDE) or “A” (ADP).

Frequency:
All PPMswill need to review theresults of thisquery at least on an annual
basis.

Sample Query Results: Listing of Personal Property Itemsin DPAS
L essthan $5,000 (Excluding ADP and NDE)

UC  |FRNoMIHR-NoSbBaGd  [Nomen SodiNr SiaNy e Aot
N2 | oouso 7027206575 PRNTER  DOT MATRX|702500F00L143 [ 387470487 K | 1
N2 | o8 2T214751|CPU TO100F000567 [6GRLB K | 2
N2 | o2 ACT2I250MONTCR TO2S00I0AE513 |QVAL73203097 K | @
N2 | o6 2T553MACHNE FAX SRIS00NIDIZG G630 | K | 56

All property items reported by this query
are personal property items (excluding
ADP and NDE) that arelessthan $5,000
and recorded in DPAS.

Actions To Be Performed:

The PPM should review all non-pilferableitemslisted on thereport to deter-
minewhether theitemsshould continueto be managedin DPAS.
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Federal Supply Code Lessthan 1000 or Equal to
9999 Query

Objective:
Toidentify al personal property itemswith erroneous Federal Supply Codes
(i.e., <1000 or 9999).

e <1000isaninvalid Federa Supply Code

e 9999isfor miscellaneousitems, and itsuseisstrongly discouraged.

Description:
Thisquery listsal persona property itemswherethe Federal Supply Codeis
lessthan 1000 or equal to 9999.

Frequency:
PPMsmay review thisquery asneeded.

REPORTS

Sample Query Results: Federal Supply Codel essthan 1000 or Equal
t0 9999

FSC |UIC |HRHNbrMjr |HRHNbrSub |HRHName Loc Nomen StockN br
9999 IN6141N60191 A02 AIRDET NORKOLK AIROPS |BLDG175-1[PROCESSOR, ROBOT 999900F002566

All property items reported by this
query are items with a federal supply
code that isless than 1000 or equal to
9999.

Actions To BePerformed:

The PPM should review theitemslisted on thereport and correct the
federal supply codes, if necessary.
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Listing of All National Defense Equipment (NDE) NOTES
Query

Objective:

Toidentify all persona property itemsclassifiedasNDEinDPAS.

Description:

Thisquery listsall personal property itemswith an asset code of “T” (NDE

asset).

Frequency:

All PPMswill needto review thisquery at least annually.

SampleQuery Results: Listing of All National Defense Equipment

(NDE)

UC  |HRHNorVjriNomen SodkNor SerialNor |AssetCdBarCd Loc |AcoCost

NG3143 N6 NDE-RADAR VIDEO PROC| 5840002158354 | 389027/ NDE 6314303330 |ANT SHOP| 3000

NG3143 N3 NDEVEMORY UNT 7025010277225 |SFGADS10.39] NDE 6314303220 |839NBL37 912

Ne3073 |N3 NDE-VIDEO PROCESSOR 1280012312566 | 9709084 NDE 16807309330 [N32 20

NG3073 N6 NDE-RADOVE 508501164947 [BGHC NDE 6807302410 |NGL 16344

N70243 N6 NDE-ANTENNA 5985012187191 | 7024350003 NDE 7024350003 1561144

N70243 N6 NDE-ANTENNA 5985012187191 | 7024330004 NDE | 7024350004 1922449

All property items reported by this
guery are itemsthat are classified as
NDE.
ActionsTo Be Performed:
ThePPM should:
¢ Reviewitemslisted onthereport to ensurethat they are appropriately
classfiedasNDE.
e Performtheannual inventory of NDE assetsin accordance with estab-
lished policiesand procedures.
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Listing of All Automatic Data Processing (ADP)
NOTES
Assets Query
Objective:
Toidentify al personal property classified as ADP (for usein conjunctionwith
theannua Defense Information Technology Management System (DITMYS) in-
ventory validation requirement.)
Description:
Thisquery listsall persona property itemswith ADP Reportable Code equd to
“Y” (Yes).
Frequency:
All PPMswill needto review thisquery at least annually.
Sample Query Results: Listing of All Automatic Data Processing
(ADP) Assets
uc HRHMr [Nomen  |Barcd SerialNor StockNor HRHLastinvDt | ACC  |invDueDt|AssetCd |ADPRE |AcCost
NOOO15 |CDRON \?\?R’IBI'ERYI 00015A1007 14000-201009 | 702500N000506 20000113 K 20020930 A Y 800
All property items reported by this
query areitemsthat are classified as
ADP.
ActionsTo Be Performed:
ThePPM should:
¢ Reviewthelistingto ensurethat itemsare appropriately classified asADP.
e Reconcileitemsonthelisting to aseparatelistingto ensure DPAShas
capturedal ADPitems.
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Listing of Excess Assets Query

Objective:
Toidentify al persond property itemsclassfied asan“ Excessed Asset” inDPAS,
inorder to determineif they aretill being depreciated.

Description:

Thisquery listsall personal property itemswith an excessaction code of “E”
(Excessed Asset).

Frequency:

PPMsmay review thisquery asneeded.

Sample Query Results: Listing of Excess Assets

ucC HRHVir| HRHSUpExcessAction ExcessDt| xcessRemvDjNomen BarCd Loc CptlCd| AcgCost
NOO17A| 1T E-Excessed Asset 20001024 00000000 | MONITOR, COLOR[D017A39981 |41 /REP & 350
NOOL7A| T E-Excessed Asset|20001024| 00000000 |MONITOR, COLOR [D017A43202|41 /LINE 1 300
NOOL7A| T E-Excessed Asset| 20001024 | 00000000 |VIDEO, TERMINAL [0017A41209|41 /EWR 2770

All property items reported by this

query are items that potentially should
be sent to the Defense Reutilization
and Marketing Office (DRMO).

ActionsTo Be Performed:
The PPM should review itemslisted on thereport to determinewhichitems
should be sent to DRMO, if not directed otherwise.
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Report of Aging ADP and Non-ADP Assets Query
NOTES:
Objective:
Toidentify personal property itemsthat require replacement, or that may need
to beremoved from service.
Description:
Thesetwo querieslist dl ADP assetsthat were manufactured 5 + yearsago and
all non-ADP assetsthat were manufactured 10 + years ago.
Frequency:
All PPMsmay review thesetwo queriesas needed.
Sample Query Results: Report of All Aging ADP Assets
UliC HRH|ACC|Nomen BarCd |MfrYr|SerialNpStockN]JAssetfAcgCost
N68316 |IRM |L SOFTWARE |68316A1111 |159164|7025000A 157.08
N68316 |IRM |L SOFTWARE,|68316AJ1111 J]159164|7025001A 157.08
N68316|IRM |L SOFTWARE,||68316AJ1111 J]159164|7025001A 157.08
N68316 |IRM |L SOFTWARE |68316A1111 |159164|7025000A 157.08
Sample Query Results: Report of All Aging Non-ADP Assets
ulC HRHNbfNomen|BarCd MfrYr |SeriaIN§StockNbJAssetCd AcgCost
NO017A [ADMIN [SAW, JO017A12141111 |13-0112320000HT 379
NOO17A |ADMIN |SAW |0017A10631111 |24263 |322000NT 50
NOO17A |ADMIN |TRIMMPO017A12391111 |96136N370000HT 177
NO017A [ADMIN [BLOWH0017A123(31111 |96215NBEB70000HT 123
NO017A [ADMIN [TRUCKO0017A12491111 |012451|390000HT 348
Actions To Be Performed:
The PPM should review theitemslisted on thesereportsto determineif
assetsrequire replacement, or may need to beremoved from serviceand
sentto DRMO.
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System M anagement Section
NOTES

Objective;
The System Management Section contains queriesthat are designed to ensure
various DPASuser information iscurrent and accurate.
Thetablebelow liststhe various queriesthat are to be used by HQ and cen-
tralized and decentraized PPMs.

Report/Query Title Ho ~ Coraled Deoeriraized
DPAS Userswho have not Acoessad the Sygtemin Optiondl Mandgtory Mandatory
over 0 days Quary
Ovaview of Transadtions by User Namewithina Optiondl Qptiordl Qptiordl
Foedified Date Range Query
Usa Namesand Availadle Accessin DPASliging Optiondl Mandgtory Mandatory
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DPAS UsersWho have Not Accessed the Systemin NOTES
over 90 Days Report

Objective:

To identify userswho have not accessed DPASin over 90 days.

Description:

ThisreportligstheloginID, first name, last name, last login date, user expiration

date, and user establishment date for users who have not accessed DPASin

over 90 days.

Freguency:

All PPMswill need toreview theresultsof thisquery at least semi-annually.

To obtain acopy of thisreport, the PPM must contact the Navy DPAS Support

Team or USMC HQ(LFS) and request areport containing the data el ements

listed above. FortheUSMC, HQ(LFS) will then contact DPAS, and forward a

copy of thereport to the PPM onceitisreceived from DPAS.

Sample Report: DPAS Users Who have Not Accessed the System in

over 90 Days

Login ID | First Name Last Name Last Lgin | Exp Date Est Date

asung Anthony Sung 20000322 20000510 19990803

asung  |Anthony Sung 20000323 20000430| 19990504

asung  |Anthony Sung 19990722| 19991020 19990615

asung  |Anthony Sung 20000224 20000509| 19990709

ActionsTo Be Performed:

The PPM should usetheresultsof thisquery to determineif the DPAS users

who have not accessed the system in the past 3 months should beremoved as

users, or will need to havetheir passwords and user namesreactivated by the

Navy DPAS Support Team, or by USMC HQ(LFS).
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Overview of Transactionsby User Namewithin a NOTES
Specified Date Range Query

Objective:

To summarizetransactionsby user I D withinaspecified timeperiod, in order to

assessthe reasonabl eness of actionsperformed by each user inDPAS.

Description:

Thisquery listsall personal property itemswith atransaction date between a

user-defined range by major HRH number.

Frequency:

All PPMsshould review thisquery for reasonabl eness as needed.

Sample Query Results: Overview of Transactionsby User Name

within a Specified Date Range

uiC HRHNbrMj|PgmDesc PgmDesc1|Userld
N70272 DB SPLIT/MERGE 1

N70272 |00230 El STK NBR CHG 2|dplude
N70272 |00005 HRH CHANGE 1]ejohnson
N70272 |00007 ElI STK NBR CHG 2]ejohnson
N70272 00008 HRH CHANGE 1|ejohnson
N70272 ]00009 EI DEC R/S 3|ejohnson
N70272 |00009 ElI DEC TI 3|ejohnson

Actions To Be Performed:

ThePPM should:

o Compareal userstoanofficial personnd listingto ensureal DPAS users
with accessto an activity’ s property recordsare currently assigned to that
activity.

e Removeany unauthorized or unneeded accessto the database.

May 01, 2001 IV -39



DPASUser Guide

=

Reports MyEureka

User 1D and Available Accessin DPAS Report

Objective:
Toensurethat users' access correspondswith their current employment posi-
tion.

Description:
Thisreport liststhe user IDsand the user-level access granted in the security
tableinDPAS.

Frequency:
All PPMswill needtoreview thislisting at least annually.

To obtain acopy of thisreport, the PPM must contact the Navy DPA S Support
Team or USMC HQ(LFS) and request areport containing the dataelements
listed above. FortheUSMC, HQ(LFS) will then contact DPAS, andforwarda
copy of thereport to the PPM onceitisreceived from DPAS.

SampleReport: User Namesand Available Accessin DPAS

SiteID [UseriD | AHR| AUT | CAT [ DOC| FIN [ INQ [ MNT | RCT | SEC| UTL

asung Y Y Y Y Y Y Y Y Y Y

Actions To BePerformed:

The PPM should:

e Comparedl userstoanofficia personnd listing to ensureal DPAS users
with accessto an activity’sproperty recordsare currently assigned to that
activity.

e Removeany unauthorized or unneeded accessto the database.
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Headquarter sReports Section
NOTES:

Objective:

The Headquarters Reports Section containsreportsor queriesthat are
specificaly used by theMgjor Claimant/Marine Corps Headquarters, and
provideasummary-level perspectiveonthepersona property inDPAS
withinthe Magjor Claimant, and thetransactions being processed by each

UIC.

Thetable below liststhe various reports/queriesthat areto be used by HQ.

In additionto these queries, thereare other queriesthat are optional and
mandatory for the HQ throughout the previousfour sections.

Report/Query Title HQ le:t){:f\l/:zed Decegg\jlized

Copitd Asst Trid Bdance Report Mandatory Optiond Optiond
Acquisition Costs Equa To $1 Summary Query | Mandatory * Note 2 Note 2
Acquisition Costs Less Than A Specified Mandatory Note 2 Note 2

Ddllar Vaue Summary Query

Capitd Assetswith Accumulated Depreciation Mandatory Note 2 Note 2

Equd to $0 Summary Query

Minor and Sub-minor Property with Mandatory Note 2 Note 2
Accumul ated Depreciation Greater than $0

Summary Query

Summary of Administrative Adjustments Mandatory Note 2 Note 2
(Increases) Within a Specified Time Frame By

UIC Query

Summary of Transactions by UIC Withina Mandatory Note 2 Note 2
Specified Time Period Query

Summary of Assetswith Inventories Dueby the Mandatory Note 2 Note 2
Spedified Date Query

UICs Reporting Setus To DITMS Mandatory Optiona Optiona
Note2 - Seeother sectionsof thisdocument for similar queriespre-
sented at amore detail level.

* -Theuseof thisquery ismandatory until all exceptionsidentified on

thereport arecorrected.
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Capital Asset Trial Balance Report

Objective:
To provide summarized financia information (including GrossBook Vaueand
Accumulated Depreciation) for each UIC.

Description:

Thisreport providesasummarized cost listing of capitalized persona property
located at an activity withinamagjor claimant by genera ledger account
number. Accumulated depreciation information for the capitalized persond
property isasoincluded at both the summary and detail level.

Frequency:
HQ will need to review theresultsof thisreport at least quarterly.

Report Retrieval Process:

To accessthisreport, the DPASuser should click onthe DPAS Accounting
Moduleicon and select Reports. Then the user should select “ Generate”,
click on Batch Report, and select Capital Asset Tria Balance Report.

Sample Query Results (next page)

Actions To Be Performed:

TheHQ should:

e Noteany variancesgreater than 10% and $1 million of theHQ'stotal
capital asset balance. |dentify the UIC(s) responsiblefor thevariance(s)
and contact the PPM(9), if necessary, toinvestigate and provide support-
ing documentation on thereason for thevariance.

e Comparetotal capital assetsby UIC tothe previousquarter. Noteany
variances greater than 10% and $500,000 from the previous quarter by
UIC. Determineif varianceisreasonable based upon budgeted purchases
for theMagjor Claimant.
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Sample Query Results: Capital Asset Trial Balance Report

REPORT: DPTDO31R DEFENSE PROPERTY ACCOUNTABILITY SYSTEM
CAPITAL ASSET TRIAL BALANCE REPORT

ACTIVITY CODE: GF01 FUND CODE: 9% ALLOTMENT SERIAL NUMBER: 00206

GLAC TITLE

WORK IN PROCESS

WORK IN PRCCESS - IN HOUSE

WORK IN PROCESS - CONTRACTOR

WORK IN PROCESS - OTHER GOVERNMENT
AGENGIES

WORK IN PROCESS - GOVERNMENT FURNISHED
MATERIALS

FIXED ASSETS - NET

LAND

CONSTRUCTION IN PROGRESS

CONSTRUCTION IN PROGRESS - IN HOUSE
CONSTRUCTION IN PROGRESS - CONTRACTOR
CONSTRUCTION IN PROGRESS - OTHER
GOVERNMENT AGENCIES

CONSTRUCTION IN PROGRESS - GOVERNMENT
FURNISHED MATERIALS

CONSTRUCTION IN PROGRESS - CAPITAL DBOF

BUILDINGS
ACCUMULATED DEPRECIATION ON BUILDINGS

OTHER STRUCTURES & FACILITIES
ACCUMULATED DEPRECIATION ON OTHER
STRUCTURES AND FACILITIES

EQUIPMENT - NET

EQUIPMENT IN USE

EQUIPMENT WITH CONTRACTORS, TESTING AGENCIES.
DEFENSE INDUSTRIAL FACILITIES & OTHERS

EQUIPMENT ON LOAN

PROPERTY AWAITING DISPOSAL

EQUIPMENT NOT IN USE
ACCUMULATED DEPRECIATION ON EQUIPMENT

GLAC

1580
1581
1582
1583

1584

1700

1710

1720
1721
1722
1723

1724

1728

1730
1739

1740
1749

1750
1752
1753

1754
1755
1756
1759

ACCT DEBIT
LEVEL BALANCE
s
s 2,952,786.00

2,952,786.00

2,952,786.00

Compare thetotal capital assetsto the
Major Claimant budget information.

May 01, 2001
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Acquisition Cost Equal to $1 Summary Query

Objective:
Toidentify by UIC thenumber of assetswith unknown acquisition costs.

Description:

Thisquery liststhe number of personal property itemswith an acquisition cost
equal to $1 for auser-specified UIC. The$listhedefault set when converted
to DPAS and the acquisition cost isunknown.

Frequency:

HQ needsto review theresults of thisquery after personal property data has
been converted to DPASand until all instancesidentified onthisreport are
corrected. Onceall instancesidentified on thisreport have been corrected, all
PPM’sshould begin using the* acquisition cost |essthan aspecific dollar value

summary query.”

REPORTS

Sample Query Results: Acquisition Cost Equal to $1 Summary

uIC HRHNbrMjr | Total Number of Assets Equal to $1
N62604 |0 2

N00389 |000200 64

N00109 |00109 286

1

The number of property
items reported by this query
with an acquisition costs
equal to $1.

Actions To Be Performed:

TheHQ should notify the PPM that itemsvalued at $1 exist in the database
and need to be corrected.

The PPM should:

e Executethequerytitled, “ Acquisition Cost Equal to $1.”

¢ Review source documentation (e.g., invoiceor requisition) and enter the
correct acquisitioncostinto DPAS.

¢ |f nosourcedocumentation can befound, preparethe Similar Assety/
Estimated Fair Market Valueworksheet, andretainit in the personal
property files. Enter the estimated acquisition costinto DPAS.
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Acquisition Cost Less Than Specified Dollar
Value Summary Query

Objective:

Toidentify by UIC the number of personal property itemswith anacquisition

cost lessthan auser-specified dollar vaue.

Description:

Thisquery liststhenumber of personal property itemswith an acquisition cost

|essthan some user-defined dollar value.

Frequency:

HQ will need toreview theresultsthisquery at least semi-annually.

Sample Report Results: Acquisition CostsL ess Than Specified Dollar

ValueSummary

uiC HRHNbrMjr

Total Number of Assets <= Specified Value

N62604 (O

2

N62604 |0 10S

N62604 |0 13

2
1
4

Actions To Be Performed:

TheHQ should notify the PPM that itemsval ued lessthan aspecific dollar
threshold (i.e., established default amount) need to bereviewed and if neces-

sary, corrected.

ThePPM should:

e Review sourcedocumentation (e.g., invoiceor requisition) and, if neces-

A

The number of property items
reported by this query have
acquisition costs lessthan dollar

value specified by user.

sary, enter the correct acquisition costinto DPAS.

¢ |f nosourcedocumentation can befound, preparethe Similar Assety/

Estimated Fair Market Valueworksheet, andretainit in the personal
property files. Enter the estimated acquisition costinto DPAS.
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Capital Assetswith Accumulated Depreciation
Equal to $0 Summary Query

Objective:
Toidentify by UIC thenumber of persona property itemswithincorrect acqui-
sition costsor capitalized assetsfor which depreciation has not been activated.

Description:

Thisquery listsby UIC thenumber of personal property itemswith an acquisi-
tion cost greater than or equa to $100,000 with accumul ated depreciation blank
or equal to zero, except those with an asset code equal to “G” (asset under
capital lease), “T” (NDE), or “V” (Heritage Assets) and assetswith aloan/lease
codeequal to“L” (in-onloan) or “R” (in-rented/leased).

Frequency:
HQswill need toreview theresultsof thisquery at least semi-annually.

REPORTS

Sample Query Results: Capital Assetswith Accumulated Depreciation

Equal to$0 Summary
Total Number of Capital Assets with
uic HRHNbrMj|$0 Accumulated Depreciation
NO0015 |CDRONI 2
The number of property
items reported by this query
are capital assetsfor which
depreciation has not been
activated.
Actions To Be Performed:

TheHQ should notify the PPM of discrepanciesthat require corrective
action by the PPM.

The PPM should activate depreciation for each itemidentified inthe query.
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Minor and Sub-Minor Property with Accumulated
Depreciation Greater Than $0 Summary Query

Objective:
Toidentify by UIC the number of personal property itemsunder the capitaiza-
tion threshol d that have accumul ated depreciation.

Description:
Thisquery listsby UIC the number of personal property itemswith acquisition
costslessthan $100,000 and accumul ated depreciation greater than $0.

Note: Correctionsmay not be needed for working capital personal property
itemsacquired beforefiscal year 1996 dueto thelower capitalization
thresholdsin previousyears.

Frequency:
HQ will need toreview thisquery at least semi-annually.

SampleQuery Results: Minor and Sub-Minor Property with Accumu-
lated Depreciation Greater Than $0 Summary

Total # of Minor and Sub-Minor
uIC HRHNbrMj|Assets with Accum Deprec >0
N54321 |2222 2

|

The number of property
items reported by this query
are minor personal property
items for which
depreciation should not
have been activated.

Actions To Be Performed:

TheHQ should notify the PPM of discrepanciesthat require corrective
action by the PPM.

The PPM should:

¢ Review documentation and verify acquisition priceiscorrect.

e Changeacquisitionpriceif necessary.

e If theacquisition priceis< $100,000, deactivate the depreciation.
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Summary of Administrative Adjustmentswithin a
Specified TimeFrame By Ul C Query

Objective:
Toidentify by UIC the number of administrative adjustments(a.k.a., gained by
inventory, or found assets).

Description:

Thisquery listsby UIC the number of personal property itemswith an action
codeequa to“2" (Administrative Adjustment Reports) and with atransaction
date within auser-defined time period.

Frequency:
HQ needstoreview thisquery at least semi-annually.

Sample Query Results: Summary of Administrative Adjustments
within a Specified TimeFrameBy UIC

uiC HRHNbrMjActionCd Total
N70272 ]00069 AdminAdj 1
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S_ummary of Transacnons by Ul C Within a Speci- NOTES
fied TimePeriod Query

Objective:

Todlow Mgor Claimantsto verify which UICsareusing DPAS and determine

if thereareany out of the ordinary transactions.

Description:

Thisquery givesthe number of transactions by transaction typethat each UIC

hasrecorded in DPASwithin aspecified timeperiod.

Frequency:

HQ will needtoreview thisquery at least semi-annually.

SampleQuery Results: Summary of Transactionsby Ul C Within a Speci-

fied TimePeriod

uiC HRHNbrMj{PgmDesc Total # of Trans

N70272 DB SPLIT/MERGE 1
N70272 [00001  [EI'STK NBR CHG 1
N70272 [00003  [EI'STK NBR CHG 1
N70272 [00004  [EI'STK NBR CHG 1
N70272 [00005  [EI STK NBR CHG 3
N70272 [00005 [HRH CHANGE 1
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Summary of Assetswith I nventoriesDue By Date NOTES
Specified Query

Objective:

Using the current date: to alert HQ of the number of inventoriesby UIC and

magjor HRH number that areddlinquent. Using afuturedate: to provide HQwith

the number of inventoriesthat should be completed by the date specified, sothat

the HQ point of contact can ensurethe activity hasthe necessary resourcesin

placeto perform theinventory by the deadline.

Description:

Thisquery providesasummary of the number of inventories due by auser-

Specified date.

Frequency:

HQ will need toreview thisquery at least semi-annually.

SampleQuery Results: Summary of Assetswith InventoriesDueby Date

SpecificQuery

uiC HRHNbrMjf Number of Inventories Due
N47634 |0 1
N68660 [001 1
N68660 [003 1
N70272 [00301 1
N68660 [005 1
N70243 [111 1
N70243 |15 1
N70243 |[155 1
N70243 [174 1
N70243 [177 1
N70294 [1A 24
N70243 |21 1
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Ul CsReporting Statusto DITMS Query
NOTES
Objective:
Toidentify whether the Ul Cisreporting its ADP reportabl e persond property to
DITMSthrough DPAS.
Description:
Thisquery liststhe ADP Interface Codefor auser-defined UIC.
Note: All UICsmust report their ADP reportable persona property to DITMS,
but DPASisnot
theonly way to report ADP reportable personal property to DITMS.
Frequency:
TheHQwill needtoreview thisquery at least annually.
Sample Query Results: UICsReporting StatustoDITM S
uiCc FundCd [AppnAlotSerialNbr  |TypeFundid |ADPInterfaceCd
N00023 |98 00023 D P
N00023 [99 00023 D P
NO00367 |CB 03003 D Y
NO0383 |CB 04003 D P
NO00406 |CA 01025 D P
ADP InterfaceCd L egend: All items with an InterfaceCd of *N”
Y —FundingisADP Reportable | ____| or “P” are not reporting to DITMS
P — Reporting to ADP Pending through DPAS.
N — Funding is not ADP Reportable
Actions To Be Performed:
TheHQ should:
e Contact any activity not reporting to DITM Sthrough DPASand inquire
what dternative method theactivity isusing for DITM Sreporting.
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